CIVILIAN OUTPROCESSING CHECKLIST

NAME:

ORGANIZATION:

LAST WORKDAY:

FORWARDING ADDRESS:

Tis checkiist is designed to assist civilian empioyees in clearing FLW when transferring, separ.

ating, or refiring. Employees are in duty status when outprocessing. Employees should snnotate
uld maintain completed form in their Employee Work Folder.

any item that is not applicable. Tum in completed checklist to your supervisor. Supervisors she
ACTIVITY WHERE SIGNATURE AND DATE
CPAC-Turn-in Civilian ID Card
LPAC Bldg 470 Room 2205

(Applicable to all employees leaving Ft Leonard Wood)

Obtain Retiree Card
(Applicable to all retiring only)

MILPO, Bldg 470, Room 2101

Clear Civilian Pay ~ forwarding address
(Applicable 1o all emplovees leaving Ft Leonard Wood)
Make sure correspondence address is cotrect in MyPay!

DRM

CSR, Hoge Hall, Manscen
3™ Floor Roorm 341
MEDDAC EMPLOYEES
GLWACH RM 152

Turn in Vehicle Decals -
- Applicable to employees leaving federal service at Fort

Lacnard Wood

Bldg 100, Vehicie Registration ~
Open Monday — Friday -
FLW Front Gate

Unit Security Officer (If debriefing required, complete DA
Form 2862 and attach to this form.

Contact your Organizations
Security Manager
MEDDAC GLWACH RM: 607

DOL/PBO/IIMA ( All hand receipt hoiders)

| REP Bldg 2325

Unit IAQ Representative {All employees with automation
passwords)

Contact your Organizations
Information Awareness Officer

DoC {IMPAC Approving Officials and Cardholders)

Bldg 606 IMPAC Approving
Officials and Cardholders

Exit Interview (Optional to ali employses leaving Ft
Leonard Wood)

Turn into your CPAC

Tusrn in office keys

Contact Activity Key Control
Officer

Government Credit Cards (Travel Cards, and clear
outstanding travel vouchers).

Contact your Travel Card
Administrator

{MEDDAC EMPLOYEES
GLWACH RM: 152)

Occupational Health (All Employees)

Industrial Technical Park Bldg 197
Room 142 -

Personnel Operations Division (MEDDAC EMPLOYEES)

GLWACH- RM 653
Turn in MEDDAC 1D Badge

Pharmacy (MEDDAC EMPLOYEES)

GLWACH -RM 120-25
Pyxis Access: Yes Na

. Pickpoini: - Yes No
PAD (MEDDAC EMPLOYEES)
PAD (MD'S, FA'S Cnly) GLWACH RM: 122
MEDDAC EMPLOYEES
RMD (MEDDAC EMPLOYEES) GLWACH -RM: 150

Manpower Management AND
GLWACH- RM: 155-11
MEPRS

Credentialing (MEDDAC EMPLOYEES)

GLWACH -RM: 144

Library (MEDDAC EMPLOYEES)

GLWACH -RiM: 160

Mail Room {Mours of Operations 07:00-100 & 1200-
15:30) (MEDDAC EMPLOYEES)

MEDDAC -GLWACH RM:21

Info. Mgmt Div. (MEDDAC EMPLOYEES)

MEDDAC -GLWACH RM: 11

Property and Service Branch (MEDDAC EMPLOYEES)

MEDDAC -GLWACH RM: 50




MEDDAC EMPLOYEES MUST TURN THIS FORM GLWACH Room: 6717 EMPLOYEE SIGNATURE HERE:
INTO THE HR COORDINATOR

Amy has developed a confidential exit survey to study the reasons why people leave Ammy service voluntarily. It is requested that you iake 5
minutes to complete this survey, which is available at

htte:/Awww. cpol. army. milisurvey/exitsurvey/survey . hfml

I have cleared all items/offices indicated, turned in all property and documents for which [ am responsible and was counseled on all items listsd
above.

SIGNATURE OF EMPLOYEE DATE

Employees Leaving Federal Service
[11. SF 8, "Notice to Federal Empioyee about Unemployment Compensation”
[ 2. SG 293, “Notice to Separated Employees Concerning Disposition of OPF"
- [ 3. Application for Refund of Retirement Deductions (SF2802 or SF 3106
[ 4. SF 2810 “Notice of Change in Health Benefits Enroliment -~
[ if LWOP- Employee received premium payment election form? Issue Date:
[ 15. SG 2819 “Notice of Coverage Privilege-Federal Employees” Group Life Ins.
[18. SG 2821 “Agency Certification of Insurance Status” '
[] 7. Exit Interview Questionnaire
Privacy Act Statement:

1. Authbrity: Title 10 USC 3013 2. PRINCIPLE PURPOSE: to verify that departing employee has cleared the
installation and that certain information concerning pertaining to the termination of employment has been
provided to the employee. 3. ROUTINE USES: Internal use only. To clear the departing employee from
the installation. In cases of later inquiry, as proof that employee cleared the installation and/or that stated
information was given to the employee. In cases where no forwarding address was provided on other
documents, it provides a means of forwarding future correspondences. MANDATORY OR VOLUNTARY
DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVINDING INFORMATION: Voluntary, if forwarding

Address is not provided; the Civilian Personnel Advisory Center cannot guarantee future correspondences
will reach the individual.

SUPERVISORS SIGNATURE: EMPLOYEE'S LAST DUTY DAY j

]

| DATE CLEARED POST | j

NOTE TO SUPERVISORS: Ensure all credit cards (VISA, American Express, etc.) Key's, and other miscellaneous items
are turned in.




Notice To Separated Employee Concerning Disposition of
Official Personnel Folder/Merged Records Personnel Folder
And Employee Medical Folder

and Employee Madical Folders are transferrad to the Nationat
after separation from Federal employment. If less than 120
office for your records. Thereafter, send your request

{1) your full name(s) used during period(s) of
dates, and place of last employment; and (5) date

Official Personnel Folders/Merged Records Personnel Folders

Personnel Records Center, st. Louis, Missouri, 30 fo 120 days
days have elapsed since your separation, write to your last empicying
to the appropriate office as indicated below. Include in your requesk:

employment; (2) your Social Security Number; (3) date of birth; {4) agency,

of separation from Faderal employment.

For Copies of Specific Documents or For a Copy of Your Entire Official Personnel
Information to Verify Employment, OR Folder/Merged Records Personnel Folder,
Write to:

Naiional Personnel Records Center
Civilian Personnal Records

111 Winebago Street

St Louis, Missouri 63118

nt of Medical Records in an Employee Medical Folder was

The Requirement for Placeme
' Establighed in August 1984
For a Copy of Your Entire Employee Medical Folder,
Whrits o:

U.8. Office of Personnel Management
OPF/EMF Access Unit

P.0. Box 18673

&t. Louis, Missouri 63118

edical records that were either created pricr 0 the 1984 implementation
Employee Medical Folder, write to your last

For copies of or information about m
In your request to the agency, ask for a search of

of the Employze Medical Folder or were not found in the
employing agency of the agency that created he record(s).
hoth agency storage and Faderal Records Centers flles.

For [nfbrmation Regarding

For Information Regarding
Retirement Benefits, Reinstatement to Federal Employment,
Write to: Writs to:
U.S. Office of Persanne} Management 1.8, Offica of Personnel Management
Employse Service and Records Center Office of Washington Exarining Services
Boyars, PA 18017 1900 E Street, NW.
Washington, D.C. 20443

i you ars accepting smpioyment with ancther Federal agency without a break in service, or if you return to
Federal service at a later date, check with the personnel office of your next employing agency to Insure that
your previous records have been requested and forwarded o that office.

RETAIN TH!S INFORMATION IN YOUR EMPLOYMENT RECORDS FOR FUTURE REFERENCE

SF 283 -
(REF, JULY 1589)

PRIOR EDITION 1S UNUSABLE
NSN 7540-01-108-8811 {13, OFFICE OF PERSCNNEL MANAGEMENT
: 283-103 Fon SUPPLEMENT 2985-33 and FPM Supplement 283-31



OOEA Ad Odv 605 HJD 0 PYBE-FED-00-0¥GL NSM
Joqen jo ydeq Aq paquosary - ’

(2861-9 "A2d) § WHOA QXVONYLS

WLI0Y SIG) 3O HCIS ASHAATR 9U) peal ‘[f1/HIDN JU0qe uonewiojut olow 104 (58 191dey) s oNILL ‘HAOD "§'1)
_.Sm— jerRpag %Q GDGT‘#O.:— SIEOM _.mmmﬁu..nﬁ ﬁm%oﬁ&:—mﬂnz 10y wWierd IN/HAD ' 241 nok Ba! NOA HITA LIV pue FAYHOM STIFLE M0

{(suonearmo)ap
pue ‘sBurreayy “peadde Jo saonou

_ : PUE ‘9¢6 “bE6 “VIEE T1€6-SH) Juas
LT60-96G-C LG “ 2 pnoEs arrepd e 07 durmepnd

CE6Z-ELYCY OW *POOM PIABUQGIT JXO0H SULIOJ [[& YOLUA 0} SSOIPPE
(2po> pa.aw apnyouy) oN suoydaa] . ‘ oyprdurod - QWi iy puw pag
012z =31ns {Aue

JU) juaucduro)) 1olepy - sul) puy
ISQUINT 3pOD P[P € PUR UL}
7Ty Kouafy [erepoy Juoie,] - Wi py|

onuesy jususderdey O]

9OLLJ (/BN TOBIIC)D

souady ON HA0Y ”Mmumwu hwom..mh.rwd Teunesasd HEFLEAL) . | - ¥oq o
jpa2pa, o) £q parejdwien aq o, ADNHDV TV UL HOSTHIIE AONEDY TV
- YR EETH |
_ WA €

‘Kousde [eropag Kq padopdura 219M NOA 2IBIIPUT JBI] SHUMUINO0P JEITHIS 10 ‘SHUome)s
. TAVHT PUe SONINVH ‘(a1qB[18A® 31 (¢ ﬁ:op prepue)g) snyRIS AVANON yuasard mok Jo 10 NOTL 4&4«54@ QDRI 1SOLU 0K 3O T, ON
TYIDAIO0 201 “@VD YTTNNN LNNODDV ALRNDES TVIDOS moL 1ok Yiim WO SITLL 9381 ‘Wied mok fLI1aad i dpy o,

“s)1jauaq Aue 10y Aj1jeub jou Aetu nod 10 paonpai 9g Asw SHaHRG
ynawkojdwoun mod Jiem nok g1 funeo 1) e S0 AV 1dd LON OQd "R B aj1) NoA YAV [Hun pautuLiaisp
aq LONNVD 10 10§ ALITIGIONIE MOA T} 10f WIEO MO 9[1f pUE SHOM 10} I9ISIF0T 0) AINADY ALIINOAS

LNHWAOTINE ALV.LS 243 JO ADLLIO ADIAYES INFWAOTINE DI TANd TVOIQT 1531891 3t 01 03 ‘WIV D V
. 0L 01 1uEm pue smms Aedoon g up ore 10 pedojdiusun s09sq BOA J] ANSapul alealid ur SIDMIOM JO 950U O JB[IUIIS

SHI09q T ©) PR{INUS 30 LBW S133104 [BIapa] ‘pofojdiuaun sy, SI2YI0M (D422, L0f Q_D ) aouvansuy puailojdiusun

. ‘201)30 [[0IARd NIDIAIJIP B 0} PRIIAJSUEI] UDI( DARI] SPIOOAL
mok (¢) 1o fsieis Keduou e w paserd axam nok (7) 3o ‘qol mok uroy) pareredas uaaq saey nok (1) 9sneoaq nok o) USATH U32q Se1 WHIe) $T |,

HONVHASNIT INTANAOTANINA LAOHY THAOTJNT TVHIAHEA OL HOLLON
. S§UOﬁA~ (AEADN) SAAXOTINE TVHHAHEA HOA NOLLVSNAJINOD LNIANWAOTIINHEN
IV ID V A4 OL 0D NOX AL 10X HLIM N0 STHL AIMV.L




GO kA Ad QdV .
(2861-9 'A89) 310V § WHOA QUVANVLS

10q 40 Juawuostidig ‘aulf v so yons Ayppusd e Ul 3Ingat Avtll 08 ©

p oy aanqie,] ‘pakojdius sre nok Jeiy mou syyeuaq Juked
SNURBOOSIP 01 “Funiim Ul ‘501130 juao] a1p Anou oy ALTITIIISNOJSHY ok st ‘syuswded 1geusq [n/q,

D01 3un93[]100 usaq oael pue GFAOTINALN ANODHT NOA N

“(Buynt 1o ‘vonendan ‘Me] J0 193] 91} oARY jou op Ao} ‘noneunajur furouss 10] PINSSI DI SUSWDINR QAOGR DY ],)

“Ajenad e pjoas Aew uonesyou 1durord 93EISIU 1]} I9A0OSIP NOA SE 1003 SE SO0 SULRD [ [BDO] AU}
Anou “ure|s anok sjg nok usym uopeurrojur Swald ur symsnu g aewt noA J] "yloq 1o ‘pavosudun ‘poury oq Lewr nok ‘aiejo (Juampnely) om_&moxnz;z_::_?_S\C_.mu.}.

HSULLTYNAd ANV UL v ¥

"me] aye)g ojqeatjdde oy wi papraoid se [radde o3 3Tt o) sary nok ‘S)FOUAY NOA BUIAUSP 9PRUL S1 UG[RUAISED & J| 'Sa A

STVALAY 4O LHOY AL AAVHTOA ¢

(24RO} [ENUUE PONIIOL PISHUN 1OY JUNOWIE ums-duny Jo/pue ‘souRIaA3S ULUIaINGY) 2412031 Kew nok sjuswifed yo sadf) WIBIR0 10] SJLJaUaq) [[) 99NPaL Jo Auap smeq [ 911G W0y

. . *2570 pood o qol ajqelms e jo 1ajjo us Jusngsy q
) 10 BHOM M P122UU0 Jonpu0ISH 0] pareosip Fuiaq 10 a5nes pood o im Auerumpoa qol mok Farpngy v
IS8 SUOSERI NS J0] SHYauaq NO& Lusp [[1m SME| [} S8 |1y

‘Wm0 ok jo jney ou yFnouryy paeredes 120q DARY PU ME] S1EIS ) U PalfIoods teak 1 Jo potrad aseq € uniim sofemAusiifo}dws Jo JUNOWE UIBLI90 B PRI} DAY ISTIL N0 A '

Pue JpojoalIp 58 93I)J0 ai) 03 Hodal 0] ML) IS o4 D
B017J0 wire[2 [1)/914198 1uatdoduia orjqnd [eso 2 38 WIE|D ¥ 3{[) pue 31om 10} INSiFarisnu nos g
{{owun gng uey) ss9) pelojdwe ate nok j1 oyqifiye aq Letu nod ‘SosED SIS UT) I0M O[qRIINS 10F D[qR|IBAR PUE “S10M 0] a{qe ‘pakojduizun aq 15w no 4 i

Jet sanbal smy) [ ovng |1V

STTHIONTA A1 TTiM SNOLLIGNOD LVHM MAANN 7

. “s1JRuaq 9591 aouey of Aed mok worg :&MS a1/ SUOLIONPAP ON “SPUR JUSWMWIBA0D) “§ () WoI} pred s1 SIO}I0M [eiapag padopduwaim 1y (/400

m , “20USPISal Jo 31')S ok Jo ME[ DU J2pUT
POUILLIDIOP 9q Uay] {|Lw STYBLI JJoueq no { "spue|s] WA Sy puk ‘0013 ojang BIGUIN[O7) JO J01GsIJ 91y) TUIpnjout ‘ss1e1S patiug) 24} 07 WINjsl nok fun o(qidta aq 101 1m
104 ‘Sa1E)g pojLur) 9E) SPISHO Sk UOHEIS AIND 198 Inok F1 [BLOE}0 30110 |B30] 31RYT € I 303D \S)L[oUaq PAPUSIXI JO S30M [euUonIppe 10} o[qI3y s stienaq “So0URISLINDILD
w100 1opun ‘Aew nok 3|qiB1ye s1e nod YoM 10 sjFouaq IRNF2T 9y {8 PoAIEIal 2ABY 10K J] “0S-S ©,UONOY [SUUOSIAJ JO UOHEILNON], [B0L Jnok o pajuid aq {]1a

uonelg fing snpy, uoneg L1n(g B30 15€] ok peif nok UOIyM ULIJEIS A1) JO me[ 21) Aq PaulnIslap oq A[[e1ousd [im pred aq [[1m SHJoUAq YOIYM 10 porad ayy pue sjyotaq
Appoom Jundal 1ok yo junorue ay . "] (1Y) 2owemsur Juatfojdwaun sj Jo suorsiaord s topun AsuaBe Aymass juswilo)dirs sye1g v £g pred aq 1jim 1ok ‘21q131j2 218 nok §y

ASLEEANTH INTWAO TIWAND AV T1M OHM

NOTLVEINHOANE YV UTNAD

. WIVIO V T4 OL 0D (10A dI 1OA HLIM IRIOX STHL VL,
© o SUITIOM TVIIQILL 404 (10) ADNVIASNI INTINAOTINANN
NVIDOUd (FADN) SATXOTINH TVHATHA MOJ NOTLVSNAIIWNOD INTNX O TINANN,



INFORMATION TO EMPLOYEES WHO ARE SEPARATING FROM CIVILIAN
EMPLOYMENT AT FORT LEONARD WOOD

PAY

1. Your FINAL SALARY CHECK will go electronically to your account approximately ten
days after the end of the pay period in which your are separated.

2. Any outstanding debts due the U.S. Government, such as Reports of Survey, travel
overpayment, jury/witness fees, advance leave, etc., will be withheld from your final pay and/or
lump-sum payment if settlement has not been made prior to separation.

3. Your LEAVE AND EARNINGS STATEMENT (LES) will be forwarded to your current
LES address unless you submit a change of address. The forwarding address that is shown on
the SF 52, Request for Personnel Action, and on the SF 50, Notification of Persormel Action, 1s
NOT used by civilian pay to change your mailing address.

4. If you wish to have your FINAL LES FORWARDED TO AN ADDRESS different from
where it is currently being sent, you should provide a change of address to the Customer Service
Representative or make the change through Employee Member Self Service (E/MSS) at
hitp:/femss.dfas. mil.

WITHHOLDING TAX STATEMENT

1. Form W-2, Wage and Tax Statement, will be sent to you prior to January 31 following the
pay year in which you are separated. Pay years end on the last day of the last pay period paid in
December. The Form W-2 will be mailed to the address you have provided for mailing of your
LES. If you have an address change prior to the end of the calendar year, a written change of
address should be sent to: Defense Accounting Office, ATTN: DFAS-INEM-TM-FPC, Fort
Leonard Wood, MO 65473-5000 by December 15 so that you can receive your Form W-2 in a
timely manner. The notification of change in address should include your social security number
and the activity where you were last employed at Fort Leonard Wood (FLW).

2. Retain all W-2 forms in order to establish eligibility for Medicare in the future.

SICK LEAVE

1. Sick Leave credited to your account will be documented in your Official Personnel Folder
(OPF) and upon reemployment will be recredited to your account.

2. If you are separating under CSRS retirement, sick leave to your credit will be transferred to
the Office of Personnel Management (OPM), Washington, DC for credit toward computation of
your annuity and will not be available for recredit if you are employed in the future. Federal
Employee Retirement System (FERS) employees receive no credit toward the anmuity.
Employees do not receive compensation or pay for any sick leave to their credit at the time of
separation. However, if employces are reemployed, the total amount of earned sick leave will be
recredited without regard to the date of his/her separation, if he/she returns to Federal
employment on or after December 2, 1994 unless the sick leave was forfeited upon
reemployment before December 2, 1994,



3. If you are separating to accompany a civilian or uniformed services sponsor on official
assignment overseas, sick leave will be recredited if reemployed.

4. If you obtain another position in the Federal service prior to your separation, your unused sick
leave will be transferred to your new agency.

ANNUAL LEAVE

An employee will receive a lump-sum payment for any unused annual leave when he or she
separates from Federal service. Generally, a lump-sum payment will equal the pay the employee
would have received had he or she remained employed until expiration of the period covered by
the annual leave.

WITHDRAWAL OF RETIREMENT CONTRIBUTION (EXCLUDING RETIREES)

1. Refunds of retirement deductions are made from the OPM, Washington, DC approximately
six (6) to eight (8) weeks after the receipt of your application for refund in their office.
Incomplete or illegal forms and forms submitted prior to separation will cause unnecessary
delays in your refund.

2. Employees under CSRS wishing to withdraw their retirement deductions must complete OPM
Form 2802, Application for Refund of Retirement Deductions; and OPM Form 1537,
Current/Former Spouse’s Notification of Application for Refund of Retirement Deductions
“Under the Civil Service Retirement System. If you are not eligible for immediate retirement but
have at least five years of civilian service, AND have been employed one year under the CSRS
within the two years preceding this separation, you may be eligible for a future annuity upon
reaching the age of 62, if you do not withdraw your retirement deductions.

3. Employees under FERS wishing to withdraw their retirement deductions must complete SF
3106, Application for Refund of Retirement Deductions; and SF 3106A, Current/Former
Spouse’s Notification of Application for Refund of Retirement Deductions Under the Federal
Employees’ Retirement System If you are not eligible for immediate retirement but have at
least five years of civilian service you may receive an unreduced monthly benefit at age 62, or
receive a reduced monthly benefit beginning at the minimum retirement age if you have at least
ten but less than 30 years of service, if you do not withdraw your retirement deductions. FERS
employees are reminded that you will not be able to redeposit any deductions you elect to
withdraw.

4. If you leave government service and return within one year and you were previously covered
under CSRS (without social security), then you will be covered by CSRS upon reemployment.
However, you may elect to transfer to FERS, in which case you will be covered by social
security.

5. If you leave government service and return after more than one year and you were previously
covered under CSRS, then you are covered by social security, and (a) if you have less than five
years under CSRS, you are automatically covered by FERS. You will receive credit for your
CSRS service if you make any payments for your past service that may be required; (b) if you
have five or more vears under CSRS, you are covered by CSRS. Your CSRS contributions are
reduced by 100% of your social security OASDI (Old Age, Survivor, Disability, Insurance)



taxes. Your CSRS benefit will be offset by any social security benefit attributable to your
federal service. You may transfer to FERS if desired; (¢) if you are rehired under CSRS, you
may elect to transfer to FERS within six months of reeniployment.

6. Employees wishing to withdraw their Thrift Savings Plan account must complete a Form
TSP-70, Withdrawal Request. For inquiries, call 1-877-968-3778.

UNEMPLOYMENT BENEFITS

1. To file a claim for unemployment insurance benefits in Missouri, call 1-800-320-2519,
Monday — Friday, 8:00 a.m. to 4:00 p.m. Central Time. Your claim will be effective the Sunday
of the week it is filed.

2. Be prepared to establish a four-digit Personal Identification Number (PIN).
3. Please have the following information when you call:

s Social Security Number

o Name and address, including zip code, of your very last employer (whether you
worked full time or part time)

o If you worked outside Missouri during the past 18 months, have the name and
complete address of all your employers and the first and last date you worked for
each of them

e Your Standard Form 8, Notice to Federal Employees About Unemployment.

4. You must have worked long enough to have established eligibility for coverage and be able to
work and actively seek work to be considered for benefits.

5. This agency may be requested to provide additional information to the State Unemployment
Office in an effort to determine eligibility for unemployment compensation. If you are
reemployed and are receiving (or have applied for) unemployment insurance benefit payments
you must notify the appropriate state agency in writing of your reemployment. Failure to notify
the state agency could result in a penalty such as fine, imprisonment or both.

LIFE INSURANCE

1. You will receive a completed SF 2819, Notice of Conversion Privilege, which provides
conversion information and instructions. If you are interested in converting to a private policy,
read and follow the instructions for conversion on the SF 2819 and send completed SF 2821 and
SF 2819 to Office of Federal Employees Group Life Insurance (OFEGLI) at 200 Park Avenue,
New York, NY 10166-0188. The election must be made within 60 days of your insurance
termination date or the date on the SF 2819, whichever is later. If you are interested in “Porting”
Option B coverage, complete and mail or fax the SF 2821 and Portability Notice to Army
Benefits Center for Civilians (ABC-C) and send a copy to MetLife. The Portability Notice
MUST be completed within 60 days of the terminating event and be received at the ABC-C not
later than the 65" day after the terminating event or by the 79™ day if you live overseas.



2. If you are separating for retirement, your life insurance coverage may be transferred to OPM,
unless you do not meet the service requirements. In that event, you may convert your plan as
above. _

3. Separating employees are covered under their present Federal Employees® Group Life
Insurance (FEGLI) Program as reflected on their SF 50 for 31 days (at no cost) after separation
date.

HEALTH BENEFITS

1. Separating employees are covered under their present health insurance plan for 31 days (at no
cost) after the effective date of separation for conversion to a non-group contract.

2. You are also eligible for temporary continuation for up to 18 months of coverage after
separation. Your premiums will consist of employee contribution, government contribution, plus
2% administration charge. You may obtain and review the booklet, Temporary Continuation of
Coverage Under the Federal Employees Health Benefits Program (RI 79-27), by visiting
http:www.opm/gov/forms/index htm. If interested in temporary continuation of coverage, you
may contact the Army Benefits Center for Civilians (ABC-C) at 1-877-276-9287 for more

information.

3. If you are (1) involuntarily separated by a reduction in force (RIF), (2) elect temporary
continuation of coverage for up to 18 months, and (3) did not elect to receive Voluntary
Separation Incentive (VSI) pay, you pay only the employee portion of the premium. The
goverriment would pay both the government portions of the premium plus the administrative
charge.

4. If you are separating for retirement, your health benefits coverage may be transferred to OPM
unless you do not meet the service requirements. In that event, you may convert your plan as
mentioned above.

SEVERANCE PAY

1. If you have received a written notice of separation due to a RIF, you may be entitled to
severance pay, as reflected on your separation letter and your SF 50. Tt is mandatory that you
notify CPAC immediately upon any subsequent employment that might affect your severance
pay entitlement.

2. Severance pay will be issued to you at the same pay period intervals as if you were still
employed and at your same basic rate of pay that you were receiving immediately before
separation, until the severance pay fund is exhausted except that the final payment shall consist
only of that portion of the severance pay fund remaining.

3. No deductions will be made other than withholdings for Federal and state income tax,
Medicare, and FICA tax if you were subject to FICA at the time of separation. Since there are
no other deductions made, your take home pay will probably be greater than it was before
separation.



4. If you accept temporary employment with Federal service of one year or less, your severance
pay will be discontinued for the duration of the appointment and shall, at the termination of
employment, continue. The temporary time will not be creditable for computing the severance
pay it interrupts.

FUTURE REEMPLOYMENT: If you held a career appointment, you have indefinite
reinstatement eligibility. If you held a career-conditional appointment, you have reinstatement
eligibility for three years from the date of separation. If you are a veteran preference eligible and
held a career or career-conditional appointment you have indefinite reinstatement eligibility. -
For more information, check with the CPAC at the individual activities to which you are

applying.




EXIl SURVEY

PRIVACY ACT STATEMENT: 1. Authority: Title 5 of the U.S. Code, Sections 1302, 3301, and 3304.

Organization:

2. Purpose: Analysis of turnover trend.
3. Routine Use: For use by installation CPAC officials.
4. Mandatory or Voluntary: Voluntary.

Job Title,

Series & Grade:

Reason for Leaving:

U Employment in another federal,

N Uy O Y o A

state, or local agency
Relocating with Spouse
Supervision

Pay

Family Circumstances
Reduction-In-Force
Retirement

LDoOoooood

Employment in private industry
Self Employment

Type of Work

Further Education

lliness or Physical Condition
Commuting Distance

Other:

Working conditions of your position:

U Excellent

O Fair
U Poor

Please Explain:

Supervision you received:

[ Excellent

O Fair
O Poor

Please Explain:

Training you received to perform your duties:

[J Adequate
] Minimal

[l None

Please Expiain:

Would you consider reemployment to the same position?

O Yes
O No

If “No”, please explain:

Thank you for completing this survey - and good luck to you as you pursue your next
endeavor. We encourage you to complete the Army’s Exit Survey located at
http:/fcpol.army.mil/surveviexitsurvey/survey.html.




